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FIRST TIME LOG ON

First Time Log On - State of Vermont Employees

This section will provide information on your access as a State of Vermont Employee.

humanresources.vermont.go

State of Vermont Employee

Career Site

o

P e
VERMONT

SAP SuccessFactors
RECRUITING

First Time Login/

CAREERS

We have Transitioned to our New Careers Site!
« We are very excited about this new site and are confident you will find it much more user-friendly!

« You will see below how to access Career Opportunities and other information whether you are an External

Candidate or a current State Employee.

e Allthe other content that was currently under the "For Job Seekers” section has been moved over to the

new site: careers.vermont.gov.

For External Candidates For State Employees g

PN
VERMONT

SAP SuccessFactors
RECRUITING

Where you
and your
work matter.

External applicants enter here to search and apply
online for job openings that match your skills and

goals.
First Time Login

The new website "gO0V. YOU Can

SuccessFactors. to search and applv for iobs online. If

% Login
Current employees can now use our new Career Site,

4)

—©)—

™

SAP SuccessFactors

As state employees, you will be able to
access the new SuccessFactors
Recruiting and Careers Site from the
DHR website,
(humanresources.vermont.gov) either by
going to the login widget on the right
hand column of the Home page
(adjacent to the VTHR Login) or

Going to the "For Job Seekers” Page
(humanresources.vermont.gov/careers)
You must select ‘First Time Login’ the
very first time you attempt to access the
system. This will take you to a page (not
shown here) that will:

l. Review the new site’s terms of
use.

Il Take you through the first
time login instructions
explained on the next 3 pages.

lll.  Link you to help/user guides.

Only after you have set your
password you may access the site in
the future by:

a)  Using the login link on the
DHR Website widgets.

b) Using "For Current State
Employees Login” Link on the
external careers site.

c)  Bookmarking the
SuccessFactors Login Page.




FIRST TIME LOG ON

Logging In/Setting Password- State of Vermont Employees

2 . . No State of Vermont Email?
= VERMONT 11 < VERMONT

If you don't have a State of Vermont email, you won't be
able to set your password in this way.

Please contact Recruitment Services at:
802-828-6700 or toll free at 855-828-6700
Select Option 1, then Option 4

\Emailz DHR.Recruitment@Vermont.gov /

For the initial log in, you are required to change your
password. Passwords can be changed/reset by the user

with the “?” link beside the password login box.

and click "Reset”

You will be sent to the Forgot Password Screen. Enter
your User ID (Your State of Vermont Employee ID)

™

SAP SuccessFactors



7~~~ VERMONT RESETTING PASSWORD

Logging In/Changing/Resetting Password- State of Vermont

EFmnlovees

An email notification will be sent to your State Click the hyperlink that was emailed to you or Copy
email with a hyperlink to reset your password. and paste into your browser. Complete the fields as
See password requirements on Reset screen. required then select the ‘submit’ button.

Please close out of the browser completely.

5at8/25, 59 AM
55 y m <system@successfactors. com>
Reset Password Support Notification
To  Meirs, Bill
ﬂ You can reset your password at the following URL: https://hcmdprevi apsf.com/kba?token=v2-
e J %2FrZNxhgP0260%2BW%2BNTKUBZGONWI 62B43Af00I60fSaXCHgWIORSIDT2ge%2FAICs5%
2FuVj5voskd
2Bvbh5aAEMDgZNtTukmivkOupdE3QkBogQl BU13Y9GBfWUtfHeein|3oyADBBIBUIUUUS
0 2BNGIWDHE2NYAXQKkkL%2Bm7DdDczSoy%2 Fuv2YyMidtgb%2FCpLVEfULQIDdE5St2b Yo
2FEVOLO1V%2FPOWU%2BzXkrspcHIc%2BSfuY%3D
This is a system-generated message through "Forget Password Support” requested by you. If you
believe this is an error, please contact your support immediately.

Reset Your
Password Type your new password

Passwords must be from 8 to 18
characters long.

Passwords are case sensitive.They
are required to be mixed case.

Passwords must contain at least one
numeric character.

Password cannot be same as any of
the previous 10 passwords.
™ Passwords may contain any

S A P S uccess Fa ct ors combination of letters and digits.




7~~~ VERMONT

RESETTING PASSWORD

Logging In/Changing/Resetting Password- State of Vermont

EFmnlovees

You will get a "Reset Successful” Screen if you

have successfully chosen a password and they
match. You can then proceed to login by clicking

Back to Log In button.

Reset Successfull

Your password has been successfully
reset. Click the button below to return

to the login page.

™

SAP SuccessFactors

your new password to log in to the SuccessFactors Recruiting system. If
your computer is not used by anybody else or a public computer, you
can store your login information in your browser.

7~~~ VERMONT

9 You will now be directed back to the login screen. You can proceed with

VS. [SAP SuccessFactors ]

WHAT'S THE DIFFERENCE?

The New SuccessFactors

Recruiting system is only for:

» Searching and applying for
positions at the state.

» Creating and Managing Job
Requisitions.

All other functions you currently

do in VTHR (timesheets, etc.) will
%main the same. /

| ﬁ U - Abtivate Mobile App Us
:"_v, \ ’ T (

A B
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7~~~ VERMONT HOME PAGE NAVIGATION

Tour of the Hiring Manager Home Page

~~ VERMONT

To.00 L 0

SuccessFactors Recrulting

Terms of Use

Bill Meirs 0

Options

Personalize Homepage

Show version information

Log out

/\?"\V-ERMONT £y Recruiting

Job Requisitions Preferences Candidates

Source Tracker

Help & Tutorials

Upon logging into the Success Factors Recruiting portal, you will be
directed to your home page. The Home Page is a Tile Catalog, with
blocks of tiles. Each tile created is accessible to users based on
specific role created in the portal.

1) Home Tab - All users have at least 3 dropdown options. All
users will have "Home", “Careers" and “My Employee File". Click
on "home" to show the dropdown options, then hover over
each drop-down menu and click to select. Based on your role,

you may have others options.

* Home. Is your home page for accessing any “To Do's",

easily accessible job aid documents, and Quick Links.

+  "“Careers” brings users to any current jobs posted
within the State of Vermont for internal or external
applicants. Searching and applying for jobs is detailed
further in this document.

+  “Employee Profile File” brings users to their personal
information in relation to work experience, previous
employment, education and courses/continuing
education.

2) To Do Tile: Tasks that are specific activities that an employee
needs to take action on. For example “complete your profile” or

"approve a requisition.”

3)

4)

6)

7)

Help and User Guides: This tile will display useful help
resources. For example, you may see a Job Aid for navigating
through the SF Recruiting Portal. Note: In the recruiting
module, you will see a help link in the Recruiting Main
menu (see fig A.) Please disregard this link. You will be
able to find all the help resources on this Help and User
Guide Tile.
Quick Links Tile: This tile brings user to other areas of the
portals through links available to them.
Terms of Use for logging into SuccessFactors System. You
should review upon your first login.
Search Bar: The search bar allows users to search by category
on the job they are seeking. After typing in the search bar, a
list of possible items will drop down where users can choose
what they are looking for.
Account Navigation — “Employee Profile” (the picture icon)
has a drop down to select one of the following: “Options”,
"Personalize Homepage”, and “Log Out".

*  Options allows users to reset their passwords, enable

mobile, and receive notifications.
*  Personalize Homepage is a feature to move your
tiles around on your home page.

*  Log Out allows users to logout of the system.



CREATING A NEW JOB

REQUISITION

11. Logging In and Navigating to Recruiting Section

12. Filling in Job Detail Information

13. Completing Position Details

17. Sending Requisition to Next Step

Table of Contents

10



CREATING A NEW JOB

7~ VERMONT REQUISITION

Logging In and navigating to Recruiting Section

Log into system per Click on the Home button and select Select “Create New” in the top right side
previous instructions Recruiting of the screen

o) P |T =
o M.V-ERMO /:I-_'h\ Home /\"\.VERMONT /ﬁ RE(ruiting e ':\ Search for actions or people ! & -@
/\.V H NOI J I Home Job Requisitions Prefarences Candidates Help & Tutonials
SuccessFactors Recrl SAF Jam Job Requisitions
~= Careers =
Quick Links a Recruiting 9 A g (D Create New (2] Reports Offer Approvals
Company Info
My Employee File ( A Note about the SuccessFactors Mobile App \
' Reporting On the login page shown in step 1, you will see the ability to download
Admin Center a mobile app by scanning a QR Code. Unless your only interaction with
|'| SuccessFactors is to approve job requisitions or job offers, you will need
to use your mobile device's browser vs. the mobile application to access
the full features of the system. We recommend using a desktop
computer whenever possible.

J

™

SAP SuccessFactors 1



CREATING A NEW JOB

7~ VERMONT REQUISITION

Filling in Job Detail Information “Find User”

Please note you can use the

! ., . “Find User” feature which
Enter the Internal Job Title, Hiring Manager* (see important note below),

Appointing Authority or Delegate, HR Field Administrator and Talent . } . er?al;l?,s yoll\‘l/lto search for
Acquisition. As you start to type names, the system will start to show Using “Find User” — See Toolbox on right the Hiring Manager,

options based on your input — see step 2 and toolbox on the right. Appointing Authority or
Delegate, HR Field

Administrator and Talent
Create New Job Requisition L

Acquisition. Enter the

Gail Rushfo Find User. 9 information, click search and
the system will list those that
R %= Gail Rushford (05602, Human Resou meet the criteria entered.
e on T e The more information you
e Dt (HR Use Only) S— enter thg better the search
results will be.
“ Hiring Manager =
Appointing Authority or Delegate — A ”Al;tjtcictortnplete"
s you start to type name,
HR Field Administrator A Important Notes the.system will start to ShOW
options based on your input
Talent Acquisition Appointing Authority (or designee) Field: System notifies that a requisition has been created. This email highlighted in yellow. Make

will not require the Appointing Authority to take an action in the system. If approvalis required, use the
"Add Approver" button shown on page 16.

2. Ifyou are starting a requisition on behalf of the actual hiring manager, please put your name in as hiring
manager on this screen and then change to actual hiring manager on the “involved parties” screen as shown

sure you click down on the
highlighted name to get it to
populate the field. Just

on page 16. If you don't, it will not allow you to complete all the details to send to next step. IMPORTANT: hovering won't work!
Even if you change the hiring manager here, there is no need to add yourself as an additional hiring

manager shown on Page 16, Step 1 (you will not be able to.) You will still have the same access to the
S‘A P S u CCESS FaCtO rS requisition as the hiring manager because of your role in the system.

™




7~~~ VERMONT

CREATING A NEW JOB

N=

QUISITION

Completing Position Details

Once the information for the Hiring Manager,
Appointing Authority or Delegate, HR Field
Administrator and Talent Acquisition is entered
click to NEXT button at the bottom of the screen.

Once you press “next” the system will bring you to a new screen. At the top
of the screen it will show you a “route map” of how the process will flow.
You will create the requisition, it will then go to Field HR to confirm and

approve, then to the Talent Acquisition team to confirm and post.

Below the “route map” will list the “Position
Details” that need to be entered. Each field
with the red asterisk (*) will need to have
data entered (see next page.)

Preferences Help & Tuterials

Job Requisition for Family Services Worker 02

9 Route Map

R,

I
]

il
i
T

@ Create Requisition [i] 2 HR Field Administrator [ 3

i Actions

——----n r----  completed -1

alent Acquisition [ 4 Completad

Req Id 1009

Position Details

©

The hiring manager is requested to provide as many details as possible in this section. Human Resources will validate all entries and resolve any discrepancies before proceeding. Please use the comments section to provide any special instructions
regarding this job opening. If you have any questions, please call the Talent Acquisition Team at 828-6700, option 1, then option 4 or email dhr.recruitment@vermont.gov.

Job Requisitions
nternal Job Title AOT Maintenance Technil @
Due Date (HR Use Only) 09/21/2018
Hiring Manager Jason Tremblay Find User.. iFD
Appointing Authority or Delegate Scott Rogers Find User. @
HR Field Administrator Cheryl Blake Find User. @
Talent Acquisition Denice Henrich Find User. &) Job Requisition Detail - Job Profile
(1)
Cancel Next

SAP SuccessFactors

13




CREATING A NEW JOB

7~ VERMONT REQUISITION

Completing Position Details, Continued

= Pasition #/Position Title “ ‘ ®
1) Enter the Job title or the position number
New Position/Replacement 9 No Selection hd 2) Use drOdeWh to select “new pOSitiOI’]" or "replacement"
neumbent 9 3) If you chose replacement, enter the incumbents name
4) Use dropdown to select if the position supervises
= Will this position supervise? 9 No Selection “ )
5) Enter the Department name from dropdown options
* Depariment Name @ No Selection v 6) Enter the location from dropdown options
e - 7) Enter number of openings. If this has multiple positions being filled please add the position numbers in
Location @ No Selection v ®
the above field. Add any additional comments in the comment section at the bottom of the screen if
Number of Openings a | @
needed.
* Position Status @ No Selection v 8) Enter position status from dropdown
) _ 9) Enter scheduled type from dropdown
* Schedule Type @ No Selection > yp P
10) Select if this is a multilevel recruitment. If so, please enter comments in the comment section at the
e "’ No Selection V' | @) bottom of the screen to advise of the details. Create one requisition only; your TA Specialist will create
* Posting Parameters Q No Selection and post requisitions for the remaining position levels.

N 11) Use dropdown to select the posting parameters.

SAP SuccessFactors 1



. CREATING A NEW JOB
= VERMONT REQUISITION

Appointing Authority or Delegate’s role in Requisition Approval

On the next page, you will be confirming the involved parties on your requisition. Depending on your departmental processes, you will need to indicate the role of the appointing
authority (or delegate) in your requisition approval process. Here is a chart that shows the scenarios and what actions you would take based on your internal processes.

Your have received Appointing Authority or Delegate Approval Prior to
Creating Requisition and they only need to be notified and do not need
to approve in the system

Your Appointing Authority or Delegate needs to Approve Requisitions in
the system when you create a new requisition

Action:
No further action needed as long as they were input as Appointing
Authority/Delegate when you began requisition. You can proceed to the
next step.

Action:
Follow Step 2A on next page to add them as an approver. After that you
can proceed to the next step.

SAP SuccessFactors




CREATING A NEW JOB

7~ VERMONT REQUISITION

Completlng Position Detalls, Continued 1) The Involved Parties information will pull in from the previous page. If an error
A ] was made you can correct it on this page. Be sure the hiring manager, HR Field
Involved Parties *Important: If you put  fe and Talent Acquisition information is correct. The hiring manager can add
. . p yourself as hirin .. . . . .
Hiring Manage Ruth Houtte Find User. @ manager on firs’?screen additional users who will have authority to manage the requisition even if they
B - in order to complete do not have the hiring manager role. This will not add them to the approval path
Hiring Manager Additional Jsea Manage Additional Users the form, but are not . . e s
the actual hiring and they will not receive notifications on the requisition.
manag:gtr,hmalfe SR 2) Based on the scenarios on the previous page, if the Appointing Authority only
correct It nere:
B p needs to be notified and doesn’t need to approve in the system, you can proceed
* HR Field Administrator Darlene Brown Find user . @ PP y y P
to next step. The Appointing Authority will receive an email indicating that a
" TalentAcquistion Denice Henrich Fing User.. @ requisition has been submitted. No action will need to be taken by the
Appointing Authority g Scott Rogers Find User. @ Clear Appointing Authorlty.

2a.) If your Internal Business Process requires the Appointing Authority to

e Overall Comments approve the new requisition in the system, you will need to add them to the

Use this comments section to provide any special instructions or notes about this recruitment. The comments will be recorded as part of the per approval workflow by clicking "add approver” before sending to next step

3) The Overall Comments box can be used as open text. Any information that needs
Comment
to be added can be placed here. You can put information such as your job

posting overview or the Time and Labor Data for this position (if you have

it), etc.
m 9 4)  Once all information is entered press “Send to Next Step” at the bottom of the
Save and Close Close Without Saving & Add Approver ‘ — Send fo Next Step ‘ screen. NOTE: If you overlook a required field you will receive an error notification
™ advising where the error was made. Errors will need to be corrected before you

SAP SUCCESS FaCtO I'S can send to the next step. 16



7~~~ VERMONT

CREATING A NEW JOB

REQUISITION

Sending Requisition to Next Step

This will bring you to the next screen which will
confirm that you are sending the requisition to your
Field HR Representative.

Press “Send to Next Step” at the bottom You will return to your dashboard page
of the page. where you can view the requisition.

2

Send to Next Step @

You're about to send this form to the next person(s) specified in the workflow.

Forward Form to Darlene Brown

Email Motification Comments

™

SAP SuccessFactors

=> Send to Next Step

9 Job Requisitions

(® Create New (2] Reporf

Candidates New Current External Current Internal Average Days Open
Forwarded Candidates Requisitions Requisitions

Jisition, click on the link "Create N
on 4. Click on the Help & Tutorig

your cursor over a job title to view the actions tha
cquisition Team at dhrrecruitme

Items per page 10 ~

Filter Job Requisitions = Open and Pending Job Requisitions » % Filter Options @ Display Options Highlight Job Title
B selectAll Job Title Reqld T Hiring Manager Due Candidates Progress Updated
Family Services Worker (& 923 Ruth Houtte =) 08/01/2018 2 | 07/27/2018
Family Services Worker (& 981 Ruth Houtte B2 08/07/2018 3 | 07/31/2018
I Family Services Worker 02 (& 1009 Ruth Houtte =) 08/08/2018 - \ 08/01/2018 I
17
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REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Job Requisition Dashboard

2
/\’\.VERMOI J I &y Recruiting (), search for actions or people I:_',_ .@ Dr_—\’e-(. Moffett on behalf of e
Patricia Crossman
“ Job Requisitions Preferences Help & Tutorials . . .
To review your candidates, you will
Job Requisitions - first need to navigate to your open
job requisition from the Job
- — Requisitions page
+) Create Ne (0 Reports  [F] Offer Approvals q bag
Candidates Mew Current External Current Internal Average Days Open Filter Job ReqUiSiti0n53 Edit this
Forwarded Candidates Requisitions Requisitions | dropdown to show “Open Job
w5 1t of aciive | ol - e ach . o . e . . | Requisitions.” Your page will refresh
Below is a list of active ] old your cursor over a job title to view the actions that you may take. To create a new requisition, click on the link "Create New" in the upper left come . .
of this screen. If you need t alent Acquisition Team at dhr.recruitment@vermont.gov or call 828-5700, option 1, then option 4. Click on the Help & Tutorials link for general and F"'?F"ay your posted, open job
resources and guidelines related to the recruitment process requisitions.
The total of number of candidates is
@) ltems per page 10 v Page| 1 ]of 1 displayed as a link - clicking this link
will bring you to the list of applicants
Filter Job Requisitions  Open Job Requisitions “ 7 Filter Options @ Display Options Highlight Job Title [} for your requisition (see screenshot
on next page).
Job Title Reqid T Hiring Manager Candidates Progress Age(Days)
Nurse Manager (& 924 Patricia Crossman E 6(6 Ne | 1

SAP SuccessFactors

™
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REVIEWING CANDIDATES
AND USING

THE RESUME VIEWER

Job Requisition Dashboard

Recruitment Review: Applicants in this status have been screened by Recruitment.
You can preview applicants in this status, but cannot take action on an application
until they are in Hiring Manager Review status. Candidates are moved from
Recruitment Review to Hiring Manager Review after the application deadline.

Nurse Manager 2 (952) View Details

JOB PROFILE CANDIDATES JOB POSTINGS (2)

~ Talent Pipeline & Visw active candidates (3) & View all candidates (3)

Candidates : View all candidates (3)

0 Selected =111 @ Display Options 77 Filter Options

W Name T New Status Forwarded By Candidate Type Rating Source Candidate Source
= 8, Derek Mofieft Recruitment Review Internal 100.0  Internal Site Internal Site
= 8 Tia Halliday Recruitment Review External 100.0 Job Board: RCM RedirectJob Board: RCM Redire
= 8 Tiegan Becker 2% Recruitment Raview External 0.0 Job Board: RCM RedirectEmployes Referral

Hiring Manager Review: Click on this status to display candidates who
have been screened by Recruitment and can be contacted and
interviewed. Let's take a look at candidates in Hiring Manager Review
status. There are multiple ways to review applications, resume, and
cover letters.

Review an Individual Candidate: Click the
name of the candidate you want to review,
and you will be brought to a page that
opens to their full application.

0 Selected Action &

B Name T

e e
Display Uptions

New Status

% Filter Options

Forwarded By C

= I% Maisie Whitfield Hiring Manager Review E

= I% Tia Halliday 9 Hiring Manager Review E

= I% Tiegan Becker Hiring Manager Review E

= I% Nanda Velazguez Hiring Manager Review E
ltems perpage 10 ~ Page of 1

™

SAP SuccessFactors
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REVIEWING CANDIDATES
AND USING

THE RESUME VIEWER

Reviewing The Candidate Application and Profile Page

Links to the resume and cover letter

You can also view multiple resumes at one time. Check the box next to the

“Name” column to select all applicants in that status and select the blue

“Action Button”

Maisie Whitfield (External Candidate)
Family Psychiatric Nurse
0 (610) 111-4444 = maisiewhitfield@amail.com

etter (£ Resume

er

~  Application

Hiring Manager Rex

Candid

Hiring Manager Rev  ~

No Selection

MM/DDIYYYY jl

MM/DDIYYYY El

Application

@& Documents 0 attached

~ Correspondence

~

There are no items in this section

~

Offer Letter

ricia Crossman

More Information

Application

Resume

E Ema

Select “View Resume”

[} Take Action

¥ Advance Candidate
JOB PROF —_
© Disqualify Candidate

=2 Move Candidate

« Talent F

= Email Candidate

New Appli

& Forward To Colleague

{7 View Resume

)

Status: New Al

Nurse Manager (924) View Details

OB POSTINGS (2)

ites (6) & View all candidates (8)

4 0

Hiring Manager Review - LIS

*

orward To Requisitions
5 (4

7 Filter Options

Forwarded By Candidate Type Rating Source

Hiring Manager : Patricia Crossman &=
o

Status Open d

0 0 0 0 0

Pre-Offer Offer Not Selected Automatic Disqualiied  Requisition Closed  Hired On Other

Candidate Source

= 5 Maisie W Hiring Manager Review External NiA Job Board: RCM RedirectJob Board: RCM Redirect(610) 111-4444 07/27/2018
v = 5 Tia Hal Hiring Manager Review External NiA Job Board: RCM Redi Job Board: RCM Redi 07/27/2018
v = 5 Tiegan Becker Hiring Manager Review External NiA Job Board: RCM RedirectJob Board: RCM Redirect02-111-2222 07/27/2018 5 Points.
v Hiring Manager Review External NiA Job Board: RCM RedirectJob Board: RCM Redirect(802)-222-1111 07/27/2018 10 Points
SAP S Fact ;

Phone Number Last Updated Veterans' Preference Points Mandat




REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Resume Reviewer and Saving Applicant Info

The “Resume Viewer” will pop-up on
your screen

Click the Xin the top

Switch between resumes using these .
right corner to return

“previous” and “next” buttons.

You can also print all application
materials. Check the box next to
the “Name” column to select all

to your job requisition. .
applicants

Click the blue “Action” Button and
Select “Print or Save.” You can
Print and Save in this option.

6 Resume Viewer

@ & Derek Moffett Candidate
Derek Moffett
76 Sand Hill Rd. Essex, VT 05452 0 802-578-9230 0 moffett.derek@gmail.com
PROFESSIONAL SUMMARY

Recruiting professional with additional experience in Human Services and an M.S. in Mental
Health Counseling. Recently relocated to Vermont and seeking a new position locally to
continue growing my career. Experience working with hiring managers to develop hiring
strategies, sourcing candidates, and tracking and reporting recruiting metrics. Strong

' Derek Moffett
5 R

R

Actions

Move Candidate

Disqualify

Candidate

Comments

Nurse M ¥ Advance Candidate ails.

© Disqualify Candidate
JOB PROF OB POSTINGS (2)
2 Move Candidate
= Email Candidate

~ Talent F

- ies (3) & View all candidates (3)
‘0) Add Comment

3 00 0O 0

Recruitme & print or Save Review + NI Pre-Offer Offer

& Forward To Colleague

N .| & Forward To Requisitions
Candgates -\ 5

{7 View Resume

7 Filter Options

New Status Forwarded By Candidate Type Rating Source

Status Open z;nen:g hgl;magev : Patricia Crossman =5

0 0

Hired Not Selected

Candidate Source Phone Number Last Updated Veterans' Preference Points Mandatg

: P : : e : Hiing Manager Reve: Internai Internal St Intermal St

experience coaching individuals on the job searching process with instruction on resume g Manager Review e riemal e riemarsie

and cover letter building and interview preparation. Hiring Manager Review External 100.0  Job Board: RCM R tJob Board: RCM Redil
% Hing Manager Review Extemnal D0 Job Board: RCM RedirectEmployee Referral

™
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Mass Printing of Resumes and Application Info

REVIEWING CANDIDATES

AND USING
THE RESUME VIEWER

Candidates

Derek Moffett
Tia Halliday

Tiegan Becker

Mass Print

Select items to print
Candidate-entered application info

® All application info

¢ Cover Letter ¢ Resume
¥ | eft Column v
| Application CJ
¥ Screening Details Ci
¥ Background Elements =

¢/ Historical Results

Right Column

Comments
nterviewers

Correspondence

4 Cancel Save to File

X The “Mass Print” box will pop-up
on your screen:

All application info is selected as the default option. If you
only want to view certain parts of each application, you can
select and unselect each option. For optimal readability, we
recommend unchecking the "Right Column” Information
unless required.

Select Print Preview to print all application information or Save
to File to download to your computer. This will download as a
folder containing separate PDFs for each applicant. Each PDF
contains their full application, resume, and cover letter.

Click cancel to close the pop-up.

™
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METHODS OF MOVING

CANDIDATES THROUGH
PIPELINE & COMMENTING

Method 1: Drag and Drop As candidates progress through the recruitment process, their

status needs to be updated in SuccessFactors. You can also create
comments and tags on candidate profiles.

Nurse Manager 2 (952) View Details There are multiple options to move candidates from one status to
another.
JOBPROFILE  CANDIDATES  JOB POSTINGS (2) Status Open Method 1 - Drag & Drop:

You can use this method to move either an individual candidate
or a group of candidates from one status to another:

~ Talent Pipeline & View active candidates (3) 2 View all candidates (3)
Select the box at the top of the "Name” column to select all
0 O O 0 0 candidates (skip to step 2 if moving an individual candidate)
Recruitment Review [TV RV EUE = EN e «  Pre-Offer Offer Hired Not Selected

Click and drag the icon with 3 horizontal lines next to any of the selected
candidates’ names. If you are moving an individual candidate, click and
hold the 3 horizontal line icon next to their name.

Candidates : View Multiple Application Status (3)

3 Selected RT=T IR @ Display Options 7 Filter Options Highlight Candid

Drag the candidates to the appropriate status “bucket”
Candidate Source Phone Number Last Upda

Hiring Manager Review Internal 100.0  Internal Site Internal Site 8028236732 D&M0320138
¥ = A Tia Halliday Hiring Manager Review External 100.0  Job Board: RCM Redirectlob Board: RCM Redirect(802) 555-7777  08/03/2018 A “Move Candidate” box will appear on your screen (see
v = 8 Tiegan Becker o Hiring Manager Review External 0.0 Job Board: RCM RedirectEmployee Referral a802-111-2222 08/03/2018 next ScreenShOt)

™
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7~~~ VERMONT

Method 1: Drag and Drop

0 Candidates

Derek Moffett
Tia Halliday

Tiegan Becker

Move Candidate X

Select status to move candidate(s) to:

9 Phone Interview v

9 Please comment on the status change (oplional):

Cancel [EVIIAINGECS | 3

METHODS OF MOVING
CANDIDATES THROUGH
PIPELINE & COMMENTING

SAP SuccessFactors

The left side of the box will display the names of candidates you
are moving

Use the dropdown to select the appropriate sub-status (in this example,
we are moving candidates to the “Interview” status which has three sub-
statuses — Phone Interview, 1st Interview, and 2nd Interview)

You can add comments here if necessary (e.g., “These
candidates will be scheduled for phone interviews next week.”)

Click “Apply Updates” to enter & save the status change

™
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METHODS OF MOVING

7~ VERMONT CANDIDATES THROUGH
PIPELINE & COMMENTING

Method 2: “Action” Dropdown

You can use this method to move either an individual candidate

Nurse Iv ¥ Advance Candidate s or a group of candidates from one status to another:
Q © Disqualify Candidate satus O
LEEIRALCIT . Move Candid cEreslms S el To move all candidates —select the box at the top of the "Name”
- Move bandidate column. If you only want to move 1 candidate, select the box

[ Email Candidate next to their name.
~ Talent F _ ites (3) A View all candidates (3)
'0) Add Comment
*

O - O O 0 0 Hover your mouse over the “Action” dropdown.

Recruitme = Print or Save Interview ~ Pre-Offer Offer Hired Not Selected

= Select the appropriate action for the candidate(s) you are moving. Each
22 Forward To Colleague . . .
action will cause a new box to appear on your screen, similar to the

& Forward To Requisitions “Move Candidates” box.

Candidates : Y — s (3) 1. Advance Candidate will move candidates to a new sub-status
L View Resume within the same status (e.g. These candidates are in the Hiring
3 Seler@ @ Display Options v Filter Qptions Highlight Candida| Manager Review status. They can be moved from here into “Well
Qualified or “Highly Qualified” sub-statuses)
“ Forwarded By Candidate Type Rating Source Candidate Source Phone Number Last Updat: 2. Disqualify Candidate will move candidates to the Not Selected
_ - - i _ _ - _ status. You will have to select a rejection reason, and a rejection
¢ = 1 Derek Moffeit Hiring Manager Review Internal 1000 Internal Site Internal Site 8028286732 08/03/2018 letter will automatically be sent to the selected candidate(s). If you
¢ = B TiaHaliday Hiring Manager Review External 1000 Job Board: RCM RedirectJob Board: RCM Redirect(802) 555-7777  08/03/2013 are rejecting a group of candidates in one action, the same
rejection reason must apply to all candidates
4 = 2 Tiegan Becker o Hiring Manager Review External 0.0 Job Board: RCM RedirectEmployes Referral 802-111-2222 D8/03/2018 3. Move Candidate will advance candidates to a new status

™
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METHODS OF MOVING

CANDIDATES THROUGH
PIPELINE & COMMENTING

Method 3: Take Action From Applicant Profile

Derek Moffett (Intemal Candidate) Resume
[ 2028286732 = Derek Moffeti@vermont.gov € Cover Letter (E Resume EView Profile (182) .
= E0 [7 Take Action
& Print
~  Application ~  Comments . . . .o .
o Forward , You can use this method to take action on an individual candidate
Hifing Manager Rey There are no itel ® History directly from their profile. To get to a candidate’s profile, click
Candidate Status el Qualfied « Correspon their name on the candidate list:
Nell Qualifie v orresp
Date: DEM2012 oy 1058 From Consideration Near the top-right corner of the candidate profile, click the “Take
- Thanks for 2pp Action” link and a list will appear with the actions you can take
g Notes N on that candidate. You have the options to move the candidate
Z Please update to a new status, or to close them from consideration.
Mandatory Interview No Selection "
[ Move Candidate
o v Offer Lette
Hired Date MM/DDAYYYY
There are no ite
e P it { Return to List
Phone Screen Date MM/DDMYYYY ~ Applicatiormrowmmrs Ao Tram

™

SAP SuccessFactors 28



METHODS OF MOVING

7~ VERMONT CANDIDATES THROUGH
PIPELINE & COMMENTING

Method 4: Moving Candidate from The Resume Viewer

Select “*Move Candidate” to advance the candidate to a new

You can also move candidates directly from the Resume Viewer. The Click the box at the top of the Hover over Action Button and ) . .
next section will explain in more details all the great functionality of “Name"” column to select all click “View Resume” to open StatU_S, or .Dlsquallfy Candidate” to remove them from
the Resumé Viewer. candidates to Resume Viewer consideration.

Job Requisitions Preferences Candidates Help & Tutonals

~
Parks R v Advance Candidate 5 View Detalls [

© Disqualify Candidate Hiring Manager : Mallie McCarron £ =i T o a[m Tiegan Becker
JOB PROF— OB POSTINGS (2) CANDIDATE SEARCH MARKET JOB Sialus - open ~  Age: Od - ikl Status: Highly Q
< Move Candidate p | g

Resume Vi

& Email Candidate
~ Talent F _ tes (4) 2 View all candidates (4) Actions

0 0 0 00 0 O 0 | O e

Forwardec bw Application  Recruitment Review [EINFIREUERERSECANE (nterview - Pre-Offer Offer Hired Not Se

~andidate

Print or Save
> Comments

& Forward To Colleague
PROFESSIONAL OVERVIEW: Registered nurse with four years experience, specialized in

Candida \ £ Forward To Requisitions L Neurological
£1 View Re | Step-Down, Intensive Care and Emergency Room. Over a decade working with spedal needs youth
tew Resume in a camp setting. Two year as a summer camp nurse. Over a year working in the Intensive Care

y Options ¥ Filter Options Highlight Candidate l:l [] Unit. One year in arural Emergency Room.

N OBJECTIVE: To join a team focused on top of the line mental, physical and emotional care as
S L= status T S EEEERE Rating Source Candidate Source Phone Number Last Updated well as safety for youth. To participate with staff who are constantly aiming to improve youth
outcomes through education, teamwork , good communication and positive morale.

@
=]

4 Selected

v = 8 Tiegan Becker Highly Qualified External N/A Job Board: RCM R Job Board: RCM Redir 802-111-2222 08/09/2018
LICENSURE AND SPECIALIZED SKILLS:
v = 8 Tia Halliday Highly Qualified External NIA Job Board: RCM Redirect Job Board: RCM Redirect (802) 555-T777 08/09/2018
¥ = 8 KeriWakefield Well Qualified Internal NA Internal Site Internal Site 8025953650 0810912012 e BN.BSN;Sute LicensuresinVermont BLYAGLSTNGE; ENEC
. BAPsychology
v = 5 Den Well Qualified Internal NIA Internal Site Internal Site 8028226732 0s/09/2018 . Over a decade working with teens who have unique psychological, physical and

learning needs.
. Competentin Epic and Cerner Charting

Items per page 10 -~

™
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METHODS OF MOVING

CANDIDATES THROUGH
PIPELINE & COMMENTING

Adding Comments to Candidates

Another feature of SuccessFactors is

the ability to add comments to You will see the Comments section near the top right corner of the candidate’s Click the Comments links to add comments to a candidate directly
candidates. There are two ways to profile. Click the “+Add" link to add a comment about the candidate. from the Resume Viewer.

add comments.

Tiegan Becker (E

Application sEEHES

0802-1112222 =B tieganbecker!@gmail.com ([ Cover Letter £ Resume B View Profile (504)

B Email [ Take Action

ﬂ B & Tiegan Becker and 1 ]of4|m ' Tiegan Becker
. R Status: Highly Qualified
~ Application w Comments + Add ) & .

Hiring Manager Rey here are no items in this section

ed

Actions

Highly Qualified » ~ Correspondence

Move Candidate
Action: Emal

Disqualify Candidate

Hiring Notes g > Comments

y s~ (Offer Letter

PROFESSIONAL OVERVIEW: Registered nurse with four years experience, specialized in

No Selection

There are no items in this section. Nerological i
Step-Down, Intensive Care and Emergency Room. Over a decade working with spedal needs youth
P . . in a camp setting. Two year as a summer camp nurse. Over ayear working in the Intensive Care
Hired Date MDD Y'Y v Application Status Audit Trail

Unit. One year in arural Emergency Room.

e OBJECTIVE: To join a team focused on top of the line mental, physical and emotional care as
MM/DDYYYY J : ” 4
well as safety for youth. To participate with staff who are constantly aiming to improve youth

outcomes through education, teamwork , good communication and positive morale.

Phane Screen Details -
08052018 LICENSURE AND SPECIALIZED SKILLS:
Derek Mofieft

Typing Scare Status: Recruitment Re

L] RN, BSN, State Licensure in Vermont BLS/ACLS, TNCC, ENPC
. BA Psychology

. Over a decade working with teens who have unique psychological, physical and
Application 9 AR CH

1eC
vicCarron learning needs.

52 Highly Qualified
. Competentin Epic and Cerner Charting

™
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UNDERSTANDING AND

27~~~ VERMONT MANAGING TALENT STATUS
PIPELINE

Responsibilities within the Talent Status Pipeline

We will review all of these Pipeline Statuses in the following pages, but this will give you a guide on who is
responsible to manage candidate actions within each status.

Talent

Acquisition

Hiring Manager

Pre-Offer:
Hiring Manager ("HM") submits a notice
to applicant to update application for tax
compliance and criminal history
declaration, as required. When the
applicant has submitted the info, Field HR
reviews and follows up with HM if there
are any issues.

Ready to Hire: After Field HR has validated tax
compliance and reviewed criminal history
declaration, they notify the HM that they can
proceed with conditional verbal offer. If you have
agency/departmental specific background
checking that you do, you should keep them in this

status until those checks are satisfactorily E

completed.

™
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Field HR

Field HR

Offer:

Do not move into offer until all of your
Department level background checks
are completed.

After the HM and applicant have talked,
the HM notifies Field HR to proceed

with a formal written offer by moving
them in to this status.

Hired:

Field HR moves them to Hire after

candidate accepts offer and ensures all

new hire data is accurate. This will:

1. Close the requisition if number of
hires equals number of openings on

requisition E

2. Send new hire data over to VTHR

32



UNDERSTANDING AND

27~~~ VERMONT MANAGING TALENT STATUS
PIPELINE

. . . . 8= Please see the next 2 sections on moving candidates through the pipeline: “Methods of Moving
o= . . . . - B LT ' B
Na‘"gatlng to Candidate Lists ==\ NOTE. Candidates Through Pipeline & Commenting” and “Reviewing Candidates and Using the
e Resume Viewer"
Go to "Home" at the top of the screen and Click on the number of candidates in the You are now displaying the candidate list
select “Recruiting” requisition to review and hiring statuses.
2 VERMONT /_/r_tl\ ome - ob Ti'IIE : : - Hiring Manager Candidates
. Family Services Worker (% 923 Ruth Houtte B3] 08/01/2018 9 9
Home
SuccessFactDrS Recrl SAP Jam ~ Talent Pipeline & View active candidates (2) 2 View all candidates (2)
—— Careers = 0 0 1 1 0 0 0
Quick Links G Recruiting ﬂ f Recruitment Review | Hiring Manager Review ~ | Interview -~ [ Pre-Offer | Ready to Hire Hired Mot Selected ~

Company Info

My Employee File

Candidates : Wiew all candidates (2
1 Reporting
| Admin Center 0 Selected  Action -~ @ Display Cptions ¥ Filter Options
n B Name T New Status Candidate Type Rating
] = E-, Cora Isbossy First Interview External 0.0
[] = & Mandy Tomey Fre-Cffar External (TTEN
™ " 10 "y
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UNDERSTANDING AND

MANAGING TALENT STATUS

PIPELINE

Candidate Review and Interviewing Statuses

~ Talent Pipeline 2 View active candidates (2) 2 View all candidates (2}

1 2
0 1 L 0

Hiring Manager Review - | Interview - Pre-Offer Ready to Hire

0

Recruitment Review Not Selected

0 0 1 = A Amanda Meredith

Pre-Offer
3 ~ Hiring Manager Review (0)

Hiring Manager Review - | Interview -

' Well Qualified () v I

Move Candidate x

«* Highly Qualified (0)

Candidates

Cora Isbossy Select status to move candidate(s) to

Phone Interview v 9

Please comment on the status change (optionaly

v Phone Interview (0)
+ First Interview (0)

v Second Interview (0)

™
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1)

2)

5)

Recruitment Review: Candidates can be viewed in this status but
no action is to be taken. Candidates are in this status during our
mandatory 10 business day posting period.

Hiring Manager Review: Candidates will be placed in this status
once the mandatory posting period of 10 business days has been
reached. Candidates can be viewed and contacted while in this
status.

You have the option to sort your candidates with the dropdown
arrow in the Hiring Manager Review status.

After reviewing the candidates, you can drag and drop the
candidates you wish to interview to the “Interview” status. Use
dropdown to select type of interview (see step 6.)

Interview: Candidates will be moved to the interview status once
an interview has been scheduled. Please note: a candidate must be
in interview status in order to move them to the Pre-Offer/Offer
status.

You have the option to sort the candidates in the Interview status
to Phone interview, First Interview or Second Interview by using
the dropdown arrow.

34
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27~~~ VERMONT MANAGING TALENT STATUS

PIPELINE

Moving to Pre-Offer Stage with Selected Candidate

0 0 11 11

Pre-Offer

Recruitment Review Hiring Manager Review ~ | Interview -~

v Application

Candidate Status Fre-Offer A

Hiring Motes

'|'I'| \'IIE' 5‘ v

MM/IDDIYYYY [1a]

‘ Return to List ‘

é ‘ Move Candidate

™
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0

Ready to Hire

0

Hired

0

Mot Selected ~

Candidates

Mandy Torrey

Move Candidate

Select status to move candidate(s) to:

Pre-Offer v

Please comment on the status change (optional):

Cancel Apply Updates

3

1) When you have selected a finalist, move
the candidate to the Pre-Offer Status.

2) In the application dialog box, click “Move
Candidate”

3) In the Move Candidate Dialog box that
will next pop up, you may add comments
if you wish, and then click “Apply
Updates” button.

The candidate will receive an email

notification to update their application. The

updated application will complete the
candidate’s Tax Compliance statement and

Criminal History Declaration. Your Field HR

Administrator will receive the applicant’s

updated application and notify you when you

may proceed with next steps, by moving the

candidate to the Ready to Hire status.
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27~~~ VERMONT MANAGING TALENT STATUS
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“Ready to Hire” and “Offer” Stage with Selected Candidate

0 0 1 0 111 20 0 0

Recruitment Review | Hiring Manager Review ~ | Interview - Pre-Offer | Ready to Hire Offer Hired Mot Selected ~
LTI L - 1) Ready to Hire: You will receive an email notification when the Field HR Administrator has moved the candidate to
this status. This status means that you may proceed with a conditional verbal offer. If there is a pending hire-into-
canddaies range request or departmental level background check you perform, leave the candidate in this status until those
Mason Moose zi:ft stalus to move candiaates) to are completed. Once the candidate has accepted your verbal offer, you will move the candidate to the offer status.
2) Offer: Move the candidate to Offer status (drag and drop) to trigger your Field HR Administrator to submit a
Please comment on the status change (optional); formal written offer to the candidate.
3) Enter comments to inform the Field HR Administrators of the details that need to be included in the offer letter,
9 He will start on September 12, 2018 including:
Pay Grade 16
Step 1 Start Date
* Pay Grade
* Step

*  Any other vital details
4) Click "Apply Updates” to send.

Cancel Apply Updates

e 5) Move all other candidates to “Not Selected” status. If you want to follow up directly with any candidate and do not

™ want them to receive a system-generated rejection letter, choose "Other" as the Not Selected reason and add a

SAP SUCCESS FaCtO s comment with the reason and that you will follow up with the candidate offline. 36



UNDERSTANDING AND

27~~~ VERMONT MANAGING TALENT STATUS
PIPELINE

Disposition of Non-Selected Candidates

Move any candidate that you are not
interested in pursuing to the "Not

Selected” status.

1

Mot Selected -

SAP SuccessFactors

Candidates

Caden Kane

™

Select a reason from the dropdown menu
and click “Apply Updates” at the bottom of
the screen. Candidates will receive a
rejection notification email.

Move Candidate

Select status to move candidate(s) to:

Rejected Post Interview v

Please comisgnt on the status change (optional):

Cancel Apply Updates

1.

Hiring managers will not

have access to the “Offer
or Hired” statuses. These
statuses are used by Field
HR and Talent Acquisition.

. Any candidate still in an

active status (Recruitment
Review through Offer)
when the final candidate is
moved into Hired status
will automatically receive a
letter stating the position
has been filled.
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CORRESPONDENCE WITH

7~ VERMONT CANDIDATES

Automated Correspondences

. . Select a rejection reason from this drop down. It is important that .
When you are moving candidates to . . . ) P o P Click “Apply Updates” to make the status
. . . The candidates you are taking action on you select the correct reason, as there are different template letters “ PR :
Not Selected” a new box will appear ) . - . change to “Not Selected.” This will also trigger
are shown on the left side of the box for each rejection reason. The rejection reason you are selecting o .
on your screen: an automated rejection letter to the candidate.

needs to apply to all candidates that you are taking action on.

“ Move Candidate

About Correspondences

It is critical to communicate with your applicants throughout the hiring

Candidates
process to keep them informed of their status. You'll need to
communicate with applicant to schedule them for interviews, to let them 9 Caden Kane 9 Select status to mave candidate(s) to:
q q q q q .. Tiegan Becker i fiew
know if they are not being interviewed, to inform them of your decision eean e Rejected Post Interview M
after interviewing, to extend an offer, and possibly for other reasons.
Please comment on the status change (optional)

There are 2 ways to send correspondences to candidates directly from

your job requisition. For candidates you are rejecting, there are template

emails that automatically send to candidates when they are moved to

“Not Selected” status. If you want to reject a candidate via a phone call

or direct email, move the candidate to Not Selected status with the

reason "Other" and make a comment indicating the actual not selected

reason and that you are following up with the candidate outside of the

system. You can also manually send a template or customized email to a

candidate directly from the job requisition at any point in the hiring 9

process. Cancel

™
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CORRESPONDENCE WITH

CANDIDATES

Manual

Correspondences

Derek Moffett (intemal Cand

03028286732 = Derek Moffeti@vermont.gov € Covel

idate)

~  Application

Hiring Manager Rey ~

Hiring Manager Rey  ~

Hiring Notes

£ Resume

-Ap;i: Resume
9 E Emal

There are no items in this section

[7? Take Action

v Comments + Add

~ Correspondence

Action: Ema

System System

ion: Ema

User: Joyce Santacross Act

There are a couple of ways to send
manvual correspondence to candidates:

Job Requisitions Preferences Help & Tutorials

Nurse IV ¥ Advance Candidate ails

© Disqualify Candidate

JOB PROF OB POST
< Move Candidate
E= Email Candidate

~ Talent F ites (3) &

Add Comment

I

Print or Save

&l Forward To Colleague

- .| & Forward To Requisitions
Candidates : v

L View Resume

@)

Name T

” v = 8 De

®

New Status

Hiring Manager Review|

¥ = 8 Tia Halliday

¥ = A Tiegan Becker

Iltems perpage 10

Ty "

Hiring Manager Revie

Hiring Manager Revi

Page |:| of 1

Patricia Crossman [DHR.Te

ermont.gov]

Derek Moffett [Derek.Moflett@vermont.gov]

English US (English US)

=] ®|B 1 U

Font - Size ~|| B =

Select the candidate(s) you want to email.

Hover over or click the “Action” dropdown.

Click “Email Candidate”

OR

From a candidate’s profile, click the “Email” link near
the top-right corner of the profile.

You will be brought to a new page where you can select a
template email to send OR draft your own
correspondence. You have the option to select a
template from the dropdown. If you select a template,
this will also populate the subject line, however, both the
template and subject line are editable

If you did not select a template, you will need to enter a

subject line for the email.

You can also attach a document to your email.

Click “Next” to preview your email

000 ® 00

™
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2 VERMONT CORRESPONDENCE WITH

CANDIDATES

Manual Correspondences

You will be brought to a new page Click *I'm Done” to send the email. Click back if you need to edit
that displays a preview of your email. your email, or cancel to go back to the requisition.

a From Patricia Crossman [DHR. TestWF@vermont.gov]
To Derek Moffett [Derek. Moffetti@vermont.gov]
Date 057102013
Subject Candidate accepted offer

7~ VERMONT

Derek Moffett has accepted the conditional offer for Nurse Manager 2. 982

Cancel Back I'm Done

™
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CORRESPONDENCE WITH CANDIDATES

7~ VERMONT VIA MESSAGE CENTER

Message Center:
Method #1

Click “Send Email” to compose the email. or Click “Email"” to compose the email.

On the applicant profile, go to the “Correspondence”
section.

Keisha Dunkley (External Candidate) Application [EEEEIE

[ 802-893-9266 [= dunkleykeishal@gmail.com [l Cover Letter [ Resume 3 View Profile (26301) _
= Email [*3 Take Action
v Application ~  Comments + Add
There are no items in this section.
Candidate Status MNew Application N here are no items in this sectio

> Jobs Applied

P v Correspondence &4 Send Email
Mandatory Interview Mo Selection Sender: You Date
Req4230 - Test msg from E. Hodges to K.Dunkley (2)
Deferral Letters @& Attach a document
Sender: William Meirs Dat
Deferral End Date MM/DDIYYYY Req4230 - Test msg from W.Meirs to K.Dunkley (2)
Written Test Date MM/DDYYYY _

Please note that if others have sent messages to the candidate using this
Written Test Results method, you will be able to read the contents of messages sent to the
candidate; however, you will only be able to read responses from the
candidate to your own messages. Responses from the candidate to others
™ will be hidden.

SAP SuccesskFactors
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CORRESPONDENCE WITH CANDIDATES

7~ VERMONT

VIA MESSAGE CENTER

JOB REQUISITION DETAIL

Message Center:
Method #1 continued o

You will be brought to a new page that displays a box to write Template
your email.

Enter a subject line and compose your message to the
candidate. When you are finished, click “*Next.”

Preview your message and click “I'm Done"” to send the email.
Click back if you need to edit your email or cancel to go back
to the requisition.

JOB PROFILE JOB POSTINGS (2) CANDIDATE S

JOB REQUISITION DETAIL CANDIDATES (1)

tors.com]
Email.com]

From Erin Hodges [dummiy(
To kley [dunkl
Date
Subject t=

0 documents attached

G

SAP SuccesskFactors

JOB POSTINGS (2) CANDIDATE SEARCH MARKET JOB

JOB PROFILE CANDIDATES (1)

Erin Hodges [dummy@successfactors.com]

Keisha Dunkley [dunkleykeishal@gmail.com]

English US (English US)

Select Marketing Brand

ject and messef

Paragraphs. 0, Words: 0

@ Attach & document @

Cancel Next

©

Cancel Back | I'm Dene
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2 VERMONT CORRESPONDENCE WITH CANDIDATES

VIA MESSAGE CENTER

I v Iessage center' You can also send and receive messages to the Enter your message to the applicant. Click “Preview” or “Send” to send the email.
applicant from the message center.
Method #2

Job Requisitions ~ Preferences  Candidates  Marketing  Message Center (1)

Message Center “
All Messages (1) o = Req4230 - Test msg from E. Hodges to K.Dunkley &= Archive T Delete
_— - . Conversation with Keisha Dunkley
Uu 5 = = = =
Keisha Dunkley 01/06/2020 B I ¥ &IFFTWE = =
Req4230 - Test msg from E. Hodges to K.Dunkley £ e = E = =

Req4230 Response from K. Dunkley to E. Hodges On Mon, Jan 6, 2020 at 1:55 P...

o

Tip: By using Message Center, you ' rp
can track correspondence with 3

. . . Keisha Dunkley sent you an email

a pp I |Ca ntS Wlth n S Uccess Fa Cto rs 01/06/2020 01:58 PM | From: dunkleykeishal@gmail.com
. . . Reg4230 Response from K. Dunkley to E. Hodges
instead of via your email. o |

‘You sent Keisha Dunkley an email
01/06/2020 01:55 PM | From: dummy@successfactors.com

fest message

™
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ADDENDUM

Customizing Requisition Views Through Filters

Job Requisitions

Candidates New Current External

the actior

ion on, click on
and other i

tile "Help &

Filter Job Requisitions |Jcb requisitions pending approval v | v Filter Options @ Display Options

All job requisitions

Open Job Requisitions 1418

Closed Job Requisitions

Open and Pending Job Requisitions | 1402
Custedian Il (& 1401
Environmental Analyst IV [® 1400
Military Aviation Facility Mechanic (@ 1399
Contract Specialist 1398
Environmental Analyst IV (& 1397
Tax Examiner Il (& 1296
ECDI (& 1395
Financial Manager 1l 1394
Licensing Administrator | (@ 1393
Military Maintenance Specialist (@ 1392
Mental Health Specialist (@ 1390
Community Correctional Officer [® 1387
Financial Specialist Il (& 1236

Current Intemal  Average Days Open
Forwarded Candidates Requisitions Requisitions | - /'

If you recruit at a high volume, you may
choose to see filtered lists of your
requisitions instead of having to look
through all. In the options menu above
your requisitions you can filter them by
all requisitions, pending, open, closed
and open and pending by using the
“Filter Job Requisitions” Dropdown
menu

You can even get more specific with
which requisition you are looking to
view by choosing “Filter Options”

Search Department X

T

A Important Notes

If you are not seeing a requisition you were looking for, it may mean you have filtering options on that have not been turned
off. Make sure you set your “Filter Job Requisitions” dropdown back to the requisition status you want and if you used "“Filter
Options” mentioned in step 2, make sure to “clear all fiI&ers” shown below.

~_

~

Filter Job Requisitions  All job requisitions s  Clearall filters 7 Filter Options @ Display Options

46




ADDENDUM

[ ] L3 [ ] [ ] [ L3 [ ™
Customizing Display Options of Requisitions SAP SuccessFactors
As a Hiring Manager, you have control over what columns are displayed when Here you can add columns you wish to see in your view. One very valuable one is “Currently With”
looking at your requisitions. We recommend that you keep the columns you under the Pending Req. Options. This will tell you where a pending requisition is in the approval
see as defaults when you first log in and view, but you can certainly add others. process should you need to follow up to see why it is stalled or you need to change something on
Click the “display options” link in your menu options above your regs. the requisition. After you click the “update screen” button, you will see that column.

Job Requisitions

9 Display Options x

Use the options below 1o show or hide the columns in the table.

Candidates New Current External Current Internal  Average Days Open
Forwarded Candidates Requisitions Requisitions |

sitions associated to you. Hold your cursor over a job title
option 1, then option 4. You can find User (

Filter Info Users Pending Req Optio ©Open/Closed Req Options

<

eq iring Manager Currenthy Wi Candidates
“ Reqld #/ Hiring M o thy With Candidat

~  Clear all filters Position Number Talent Acquisition Updated Active Candidates
Department Sourcer T ¥l Progress
Job Title Hiring Manager Division HR Field Administrator Current St Status
Agricultural Water Quality Specialist [©@ 4 . N PR " - —
9 i v Si i e Laura DiPietro B Location Appointing Authority or Delegate Job Start Date

Mental Health Specialist (& 1425 Stephanie Shaw i
Utility Analyst (& 1424 Brenda Chamberl
Forester 1423 Kathleen Decker || m Update SHEE
T Project Manager IV (& 1422 Richard Steventol]
mental health specialist (& 1421 James Sides B
Registered Nurse II- Clinical Specialty Nurse (& 1406 Derek Moffett Bl

Filter Job Requisitions | Job requisitions pending approval 7 Filter Options @ Display Options Highlight Job Title
Registered Nurse II- Clinical Specialty Nurse [& 1405 Patricia Crossmar|
000045 Registered Nurse II- Clinical Specialty Nurse (© 1404 Cheryl Mowel (| |otial Job Title Hirng Manager Sureatly Wi

Forensic Tech [® 1430 Kathleen Q'Hara E2 Patrick Delaney B

Environmental Analyst IV (& 1400 Jean Perrigo 5
Environmental Analyst IV (® 1397 Mary Clark B
Financial Manager lll (& 1394 Katheran Thayer |
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Creating a Requisition for a Temporary Agency of Transportation Position

:’After quglr’?g into the S?I/stem, and n:aylgatlng to .the . On the next screen, select the appropriate "AOT Temp Continue to create the requisition as you would a normal
Recruiting” tab, select “Create New" in the top right side S p . L - . s
Pool Requisition - " template. The occupational category requisition. The candidate review, offer, and hiring
of the screen. . o . : . . . e
under which the position falls will determine which process will remain the same as on normal requisitions.

template to use.

Ex. Journeyman falls under "Maintenance,” Civil Engineer |
falls under “STEM,"” and Right of Way Agent falls under
“Finance.” If you are unsure which template to choose,
please contact your Talent Acquisition Specialist.

/\&\VERMONT 4 Recruiting ~ () search for actions or people W J_: -@

Job Requisitions ~ Preferences  Candidates  Help & Tutorials

7~ VERMONT &  recuiing

Job Requisitions

Job Requisitions Preferences Marketing Message Center
6 T) Create New (2] Reports [ Offer Approvals o or
Create New Job Requisition ﬂ
If you are unsure which category
your position falls into, please
9 Select Job Requisitions Template: contact Talent Acquisition.

« AQT Temp Pool Requisition - Finance

« AQT Temp Pool Requisition - Maintenance

« AQT Temp Pool Requisition - STEM

+ Job Requisition
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Managing Applicants on a Family Services Worker District Specific Position

Managing applicants on a Family Services Worker District Specific The second difference is that district directors or admins will be responsible for dispositioning any remaining applicants on a

Position is similar to managing applicants on the old Family Services requisition prior to placing the finalist into "Hired" status. Unlike old Family Services Worker Statewide Continuous Recruitment

Worker Statewide Continuous Recruitment requisition, with two requisitions, these requisitions are created to fill a specific vacancy and will close once the opening is filled. Please use “Requisition

exceptions. The first difference hiring managers will see is applicants Cancelled*,” “No Show for Interview,” "Applicant Declined/Withdrew,” “Not Selected for Interview*,” "Other,” "Rejected Post

placed in a new "Phone Screening” bucket. This indicates that the Interview*,” or "Family Services Only — CHILD REQ — Rejected, Position Filled.”

applicant has already been vetted for this location and is ready for the

hiring manager to review. *Email notification has been tailored for Family Services District Specific positions. Please reference “Email Crosswalk for FSW
Templates — Final 02-24-2021" for explanation of each “Not Selected” status and the notification it sends to the candidate when
selected.

JOB REQUISITION DETAILS JOB PROFILE CANDIDATES

0 2 0

~ Talent Pipeline & View active candidates (2) & View all candidates (2)

0 0 0 0 2

Forwarded | Invited To Apply Recruitment Review | Hiring Manager Review ~ | Phone Screening

By Pass Manage Hires Not Selected

Requisition Cancelled (0}

+ Ineligible - Min Quals (0)

w Mo Show for Interview (0)

Candidates: View all candidates (2)

+ Applicant DeclinedWithdrew (0)

0 Selected  Action @ Display Options % Filter Options

H Namet New Status Forwarded By Forwarded from Requisition Date Fo v Mot Selected for Interview (Gj |
O = A BrendaCarleton Phone Screen - Weak  Kalii Barclay B 10003 01/06/2021 v Other (0) |
O = l% Maisie Whitfield Phone Screen - Positive Kalii Barclay B 10003 01/06/2021

+ Rejected Post Interview (0)

™ " FAMILY SERVICES OMLY — CHILD REQ - Rejected, Position Filled (0}
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FAQS

Does the Appointing Authority need to be in the Requisition Approval Path every time?
No, its left up to the business. If your process is they need to be a "hard stop” approver, add as an approver using the steps provided in this guide. Otherwise they just get notified and can manually stop
the requisition if they choose, but they needn’t take any action.

Can we change Hiring Manager, Appointing Authority or Delegate to be someone different?
Yes, they will need to be listed in the hiring manager role to have access.

Do we have to write the date/time/location to move to interview status?
No, only that you are interviewing or interviewed. If you wanted to add in specific details as it relates to date/time/location, which would be a good idea, then you can add that to the comments.

What are the Veterans’ points?
Basically, as military veteran or spouse, there are points assigned to each . As long as they meet the minimum job qualifications, you give preference to interviewing candidates who have

veterans’ points.

Where would you put job specific information?
Add it in the comment box when first creating your requisition, or discuss with your TA Specialist.

How do I send resumes to other on hiring panel to review?
Add them as additional hiring managers to review. There is only one “ranking” in status pipeline per requisition, so you should be in agreement prior to moving to a specific ranked status.

What about background checks that my department or agency vs. the standard Tax Compliance and Criminal History Declaration?

Any department/agency level checks you currently do will remain the same process. When Field HR moves your candidate into “ready to hire” from “pre-offer,” that indicates they have satisfactorily
passed the Tax Compliance and Criminal History Declaration Checks. If you no do no dept. level background checking, you can proceed with verbal conditional offer and move then to “Offer” status. If
you do perform dept. level background checks, you need to leave the candidate in “Ready to hire” status until you have completed your department specific checks. After those are done, you can make
your verbal conditional offer and then move them into “Offer” status.
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https://humanresources.vermont.gov/labor-relations/equal-opportunity/veterans-preference

FAQS

What if a candidate has “Yes” under Mandatory Interview in the candidate list view?

This means that DHR has confirmed they meet the for mandatory interview requests. If your department has additional criteria for granting mandatory interviews, this will not be reflected in
the mandatory interview column. You will need add the people responsible for reviewing candidates’ mandatory interview qualifications for your department or agency as additional hiring managers
when you create requisitions or send them the Applications/Resumes through SuccessFactors (Actions>Forward to Colleagues)

Can we add comments as the hiring manager to a candidate application (they need tests or checks etc.)?
Yes. You can add the comments to the hiring manager comment field. Please be careful as any comments you put in can be seen by anyone internally associated with this requisition (additional hiring
managers, Talent Acquisition, Field HR, etc.). Candidates will not see these comments.

Can we create a dummy account to show the external users how to go through the process?

Please do not do this. If you want to help someone, you should actually go through creating their profile/application. An external user guide will be created and available to share with all external users
and we will be providing training to certain agencies who have large populations of staff that do not have regular access to computers during the work day on how to help their staff apply for jobs.
Additionally, we have trained Department of Labor personnel who assist candidates in job applications.

Is there a limit on the number of documents uploaded for the candidate?
There is a limit to the amount of data each candidate can store. It is not by number of docs. If they should hit the limit, they will get an error indicating that. There should be ample storage space for every
candidate to upload multiple documents of normal size.

Will Applicants need to update their profile in the new system?
Yes they will need to create a new profile to apply for any jobs after October 9th.

Do we need to add in the Time and Labor Data?

If you have it, please put Time and Labor data in the comments so there is not the back in forth when it comes to the offer stage. Field HR will be responsible for requesting that data from the business
offices prior to hiring candidate and sending new hire information over to VTHR.
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